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Introduction

The Communities Responding to the HIV/AIDS Epidemic (CORE) Initiative is a five-year global program
supported by the U.S. Agency for International Development (USAID). The CORE Initiative partners with
community and faith-based groups to advance multi-sectoral responses to the HIV/AIDS epidemic through grants,
capacity building, and networking. Leading this initiative is CARE in partnership with the International Center for
Research on Women (ICRW), International HIV/AIDS Alliance, Johns Hopkins Bloomberg School of Public
Health/Center for Communication Programs (CCP), and World Council of Churches.

Organizational and technical capacity-building is a cornerstone of the CORE Initiative approach and helps ensure
that grantees and southern and strategic partners have the necessary skills and strategies they need to implement
effective community-based HIV/AIDS programs. The Initiative's capacity-building efforts focus on issues of
organizational effectiveness such as planning and management, as well as technical HIV/AIDS issues including
behavior change communication, monitoring and evaluation, micro-credit/finance, gender issues, partnering, and
advocacy.

The CORE Initiative developed this tool to enable community and faith-based organizations (CBOs/FBOs) to
analyze levels of capacity in different organizational and technical areas. It is based on an existing toolkit for
nongovernmental organizations by the International HIV/AIDS Alliance, the CORE Initiative consortium partner
providing expertise in organizational capacity building for HIV/AIDS programming.
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Introduction

1. What is this tool?

This tool can be used with community organizations to
identify capacity-building needs, plan any technical support
needed by the organization, and monitor and evaluate the
impact of capacity-building support.

2. How can this tool be used?

This tool is designed to facilitate group discussions between
members of community organizations and external
facilitators providing capacity-building support.
Alternatively, the tool may be self-administered by the
implementing community organization. The profile section
has questions that can be asked to establish a basic
description of the organization. There are seven further
sections relating to specific areas of capacity.

In each capacity section, one open-ended question is
followed by specific questions which have corresponding
possible responses. Each suggested response indicates a
different level of capacity that might be found in the
organization. The facilitator uses the suggested responses
to ask the group how they would score their organization
on a scale of one to four. By this method, participants
assess their own strengths, weaknesses, and capacity-
building needs, but also develop their understanding of
how they might strengthen their capacity or improve the
way they work. It is highly recommended that the
questions and suggested responses be adapted to suit the
local context, with the participation of the community
organizations involved, before using the tool.

3. How to organize a visit with 
a community organization

If working as external facilitators, there should be a team 
of two people, with roles assigned from the beginning so
that one person facilitates and the other documents 
the analysis. A meeting should be arranged with five to 
ten members who represent different levels within the
organization and include a balanced gender mix.

The process should take about four hours. Arrange a
convenient time and location for the meeting. Check how
far members and volunteers will have to travel to attend the
meeting and if they need to be recompensed for this.

Refreshments may also need to be provided, not only
during the meeting but also to sustain people for their
journey home.

4. How to facilitate a discussion

The facilitator is central to the success of the session. This
may be someone external, or someone from within the
organization who takes on the role of facilitator for the
meeting. The facilitator holds a very powerful position in a
meeting. To impose her or his own views is to abuse that
power. Facilitators should only ever encourage, clarify, or
help expand other people’s views.

General responsibilities of the facilitator also include:
• Ensuring that everyone (including less confident or

less dominant members e.g. women and young people)
contributes to the discussion and not all questions are
answered by the leaders of the organization.

• Ensuring the discussion remains focused on the
questions. Do not let people get distracted by side
issues or become embroiled in details or an ongoing
disagreement.

• Generating discussion and interaction, probing for
further information, and asking the group to respond
to each other’s views (using questions such as, ‘What
do the others feel about that?’).

• Encouraging critical reflections and guarding against
the group tendency to provide only positive responses. 

• Ensuring that everyone understands all language used.
Participants may not be familiar with some terms like
'mission', ‘technical skills’, 'book-keeper', etc.

5. Starting the discussion

• Introduce yourself and ask everyone to introduce
themselves and their roles. Document people’s roles 
to ensure there is a variety of people from across 
the organization. 

• Explain that the main purpose of the meeting is not to
find out information from them, but to enable
participants to discuss and decide how to improve the
way their organization works, for their own benefit.

• Make a contract about time – the process should take
about four hours. Use regular breaks to ensure people
stay engaged when participating in the discussion.
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6. Conducting the analysis

The assessment is a tool for starting discussions and for
keeping discussions focused by returning back to the series
of questions in the tool.

• If all participants have a high level of literacy, it may
help to provide copies of the tool for participants to
follow during the discussion. If some participants find
the language difficult, they may be disadvantaged in
comprehending the written tool, and oral translation
and discussion may be better. 

• The profile provides questions to help describe the
organization. To save the group’s time, this should be
completed with the help of key members of the
organization, before the group meeting. If time is
limited, consider splitting up participants into two
smaller groups and discussing different sets of questions
with each group.

• In each capacity section, ask the open-ended question
first. The group’s response may help answer some of
the specific questions, but use the specific questions
and suggested responses to ask the group where they
would rate the organization on a scale from 1 to 4. 

• The suggested responses should be used in an
informative way. Participants may ask for explanations
and even challenge the assumptions in the tool. This
encourages participants to reflect critically on the way
they work and what needs to change.

• For organizations with very low or very high capacity,
the answers to certain questions may be obvious (e.g. if
it has its own office or computer). These questions
could be completed by the facilitator without asking
participants, to avoid repetition or the risk of
discouraging a group with low capacity. The judgement
of the facilitator is important in deciding which
questions to ask and how to ask them.

• At the end of each section, ask the group if the
discussion has made them think of any improvements or
changes that could be made to the way they work. Try
to come to an agreement on any specific actions or
plans. Consider or suggest any external technical support
that might be needed, such as additional resources,
further advice, or training materials and literature.

7. How to document the discussion

Start by getting consent for documentation to take place
and explain how the information will be used and by
whom. Explain if a report will be written, and how copies
will be shared with them. Also remember to: 

• Record the main points of the discussion as they are
made, on a flipchart if available or otherwise in a
notebook.

• Summarize key actions agreed at the end of each section.
• Ask questions to clarify when necessary.
• Try to write up notes and flipcharts into a report as

soon as possible after the meeting.

8. How to follow up the assessment

At the end of the meeting, go back to the objectives
discussed, ask participants if they have found the process
useful and how it could be improved. Before finishing,
discuss how the assessment will be followed up with next
steps, including: 

• Who will document and share the final report? For
example, would it be useful to share the report with
other partners of the organization e.g. donors,
support providers, or community organizations facing
similar challenges?

• How will agreed actions and plans be implemented?
For example, who will take responsibility for them and
how will they be monitored?

• How can technical support be provided? For example,
are there useful publications or training resources that
can be obtained for the organization? Are there
organizations or people who could provide advice or
share experiences with participants? 

We hope to learn from lessons as this tool is used, and
incorporate any suggestions or improvements in future
versions of the tool. Any comments or feedback from users
should be sent to publications@aidsalliance.org.
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Organization profile

Organization profile details

4. Locations where the CBO works

5. Staff and structure
Who manages the CBO? How many full-time staff, part-time staff, and volunteers? What are their roles? 
Does it have a technical advisor? If so, who?

6. Overview of CBO’s work
With whom does the CBO work? What activities does it conduct? Estimate how many people it reaches with different activities.

1. Name/Title of CBO 2. When established

3. Contact details of the CBO
Name and contact details, including mailing address, telephone/fax numbers, and email, if available

Is there access to: email        internet        CD-ROM        telephone        postal mail

What is the preferred way of receiving information?
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7. Key achievements and main challenges
Key highlights/successes of the CBO’s work; main problems/issues it faces.

8. Sources of funding
Financial, material, or in-kind support received from a) within the community; b) outside the community. 

9. Future plans
What are immediate needs/priorities? Does the CBO have any plans to scale up? If so, how? 
If the CBO received more funding, how would they use it?

10. Date and name of person completing profile
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D Project design and management
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